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1.  Purpose 

The purpose of this procedure is to provide a comprehensive, systematic, and transparent 

process for handling grievances, and whistleblower reports across the Spectre Group. 

This procedure ensures that: 

•  All concerns are taken seriously—whether related to workplace issues, human 

rights, environmental or social responsibility, governance practices, or 

misconduct. 

• Reports are handled fairly, promptly, and impartially, in alignment with 

international standards and principles including B Corp, SA8000, the EU 

Whistleblower Directive, and the UN Guiding Principles on Business and Human 

Rights (UNGPs). 

•  Every individual is treated with dignity and respect, with the right to raise concerns 

free from retaliation. 

• Anonymity and strict confidentiality are guaranteed, with information shared only 

on a need-to-know basis. 

• Each report is formally registered, tracked, and investigated under clear 

procedures, with reporters updated on progress and outcomes as appropriate. 

• Trust and transparency are fostered through open communication while 

safeguarding confidentiality and data protection. 

• The company promotes an open-door culture, encouraging early dialogue and 

informal resolution where possible. 
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2.  Scope 

This procedure applies to: 

• All employees (permanent, temporary, part-time, interns), 

• Contractors, vendors, and suppliers, 

• Customers, business partners, and other external stakeholders, including value chain 

workers and communities affected by operations. 

3.  Types of concerns covered 

Definition of a grievance 

A grievance is a concern or allegation raised by a stakeholder that relates to actual or perceived: 

• misconduct or unethical behaviour; 

• violation of laws, company policies, or codes of conduct; 

• human rights, labour, health and safety, environmental, or governance impacts; 

• harassment, discrimination, bullying, intimidation, or retaliation; 

• other harmful behaviour (such as financial integrity violations) requiring investigation and 

response. 

A grievance is one that requires formal assessment, investigation, or corrective action under this 

procedure. 

The reporting channel used does not, on its own, determine whether a report is a grievance. 

 

Matters not normally considered grievances 

The following are not normally considered grievances and do not proceed under the formal grievance 

process, unless they include allegations of misconduct, unfair treatment, or rights impacts: 

• general HR questions or requests; 

• dissatisfaction with salary, bonus, or benefits with no allegation of unfair or unethical 

treatment; 

• suggestions, observations, or feedback; 

• operational or managerial issues that can be resolved through normal management or HR 

processes. 

4.  General principles 

The following principles guide all grievance handling: 

• Right to be heard: All stakeholders have the right to raise grievances without fear of 

retaliation. 

• Accessibility: Reporting channels are simple, anonymous and communicated via 

onboarding, noticeboards, poster and QR codes, intranet, training, direct engagement, 

and the company website. 

• Non-retaliation: Retaliation against any individual raising a concern in good faith is strictly 

prohibited, constitutes serious misconduct and will be punished if it occurs. 
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• Impartiality and conflict of interest management: Cases are investigated by individuals 

without personal or professional conflict. Independent arbiters may be engaged when 

needed. 

• Confidentiality: Information is shared strictly on a need-to-know basis. 

• Professionalism and integrity: Reports should be factual and respectful. Malicious or 

knowingly false reporting is prohibited. 

• Continuous improvement: The mechanism is reviewed every two years to evaluate its 

effectiveness and identify opportunities for improvement. As a part of the review process, 

employee input is collected through the annual employee surveys to ensure that their 

perspectives are incorporated into the continuous improvement of mechanism. The 

absence of reported cases is not assumed to mean the absence of issues. 

5.  Open door policy 

The Group maintains an Open-door policy to encourage early dialogue and prevent unnecessary 

escalation. 

• Employees may freely approach managers, HR, or other leaders at any time. 

• If an issue involves a direct supervisor, employees may escalate to HR or another manager. 

• Channels include face-to-face conversation, phone, or email. 

• If unresolved, issues may escalate formally through the grievance or whistleblowing 

process. 

6.  Reporting methods 

• Stakeholders may report concerns through: 

- Methode 1 - Informal (Open door) reporting: To an immediate manager or HR (not 

formally registered). 

- Methode 2 - Internal group channel: Available via SharePoint and QR codes at all 

facilities (for employees). 

- Methode 3 - External group channel: Accessible on the company website (for all 

external stakeholders). 

 

• Methode 2 and 3 enable anonymous reporting. 

 

- Reports submitted through these methods are recorded and managed in a central case 

management system (SpeakSafe), which tracks evidence, investigation history, and 

outcomes. 

 

• To meet the minimum requirements for eligibility reports should include: 

- A clear, concise summary of the issue, 

- Relevant events and facts, 

- Names of people or entities involved, 

- Dates, times, and locations (where possible), 

- Supporting evidence (documents, photos, records), 

- Suggested resolution (if appropriate). 
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• If a report lacks sufficient detail to allow investigation, it will be closed. The reporter will be 

informed and encouraged to provide additional information for reconsideration. 

7.  Investigation process 

All reports defined as grievance received through any reporting method (including SpeakSafe, 

internal or external channels, or informally via HR or managers) are: 

• Formally registered in the SpeakSafe tool; 

• Reviewed for eligibility against the grievance definition by the designated Incident Manager* 

• Categorized as one of the following:  

o Accepted grievance – proceeds under the grievance and investigation process; 

o Redirected case – not a grievance, but forwarded to HR, management, or another 

relevant function for handling; 

o Rejected case – not a grievance and not suitable for further follow-up under this 

procedure. 

Where a case is rejected or redirected, the reason shall be documented, and the reporter shall be 

informed where possible 

• Eligible and related cases are grouped and assigned to an Incident Manager*, who uses the 

anonymous dialogue function to communicate with the reporter and conduct the 

investigation. If a case cannot be investigated or resolved remotely, Country HRA Manager and 

Operation Development & Project Director are involved in managing an on-ground 

investigation. 

• Resolution decisions must be communicated with relevant stakeholders within 25 business 

days. If there has been no replies to the asked questions needed for the investigation, the case 

will be closed after 30 days.  

• Quarterly reports on case outcomes are prepared for the Managing Director of Facilities and 

the Leadership Group, with all individual reporting kept fully anonymous. Reporters can track 

the status of their case using their credentials, while remaining anonymous. 

• If serious cases have been received and investigated, the Board of Directors shall be informed. 

• To avoid conflicts of interest, no individual with personal/professional ties to a case may take 

part in its investigation or resolution. 

 

Handling of rejected or redirected cases 

• Rejected or redirected cases are not ignored, they may be treated as questions, suggestions, 

or observations and handled through appropriate non-grievance processes. 

• All rejected and redirected cases are tracked, with reasons recorded, to ensure transparency 

and learning. 

Rejected or redirected cases are not included as grievances in grievance reporting metrics. 

 

*Incident Manager – the person who investigates received reports. 

8.  Monitoring, reporting and review 

Overall status of all received, rejected, and pending reports are reviewed in monthly meetings 

between Head of People and Culture and Head of Responsible Business. 
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Quarterly reports include the number and status of cases received and resolved, as well as identified 

hotspots, emerging trends, an evaluation of the procedures and policies effectiveness, and 

recommendations for preventive improvements including necessary implementations in Group 

policies. These reports are shared with top management in VN SteerCo meetings. 

• Annual reporting is included in the Responsible Business Report, available to all stakeholders. 

- The annual report discloses: 

a) Number, type, and nature of grievances received, 

b) Number of requests rejected or redirected and reasons, 

c) Number of completed cases, outcomes, and average processing time, 

d) Stakeholder satisfaction levels 

 

• The process shall be reviewed annually to ensure its continued effectiveness  

Version history 

 

Version Date Changes Approved by 

1.0 29.10.2025 Initial version CEO, Lars Christensen and 
Responsible Business Committee 

    

 


